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Local Government Unit Data Entry

County Council Review Worksheet Overview

Indiana Code 6-1.1-17-3.5 requires county fiscal bodies to annually review the proposed budgets, tax
levies, and tax rates of certain civil taxing units and to issue non-binding recommendations regarding
those proposed budgets, tax levies, and tax rates.

In the past, this worksheet was completed in Excel or jointly prepared by the local official and the field
representative at the budget workshop and printed. A hard copy would have to be printed on legal size
paper and then delivered to the county auditor.

This form is now completed and submitted online to the county through Gateway. Only the means of
submission has changed. It is very important to submit this report by September 2, 2014 at the latest, to
aid proper budget approval.

Accessing the County Council Review Form

First, navigate to the Unit Main Menu by logging into Gateway, clicking on “Budgets” and selecting the
appropriate unit. Unlike most forms that are completed through selecting “View Forms, Enter and Edit
Budgets,” this worksheet will be accessed by selecting “County Council Review Worksheet” on the left-
hand side of the Unit Main Menu.

Department of Local Government Finance Tasks

B Customize Funds, Departments, Debts, Rev. Codes

View and edit lists of funds, depts., debts by fund and rev. codes.
) View Forms, Enter and Edit Budgets
View, edit and submit Forms to DLGF.
'_'\ County Council Review Worksheet
Wiew and edit the County Council Review Worksheet for the selected unit.
ﬁ Submit Proof of Publication and Signed Form 4
Wiew, upload and submit budget-related documents to DLGF.

Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Form 2
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Ensuring Proper Options are Available on the Form

The availability of funds on the County Council Review Worksheet (CCRW) is based upon the
customization of the fund list. Currently listed in the table are all of the standard funds. Please be sure
that all the necessary funds have been added in the Customize Funds List of the Customize Unit Menu.
For assistance with adding a fund, please see the Adding, Deleting, and Connecting Funds and
Departments user guide.

Blue Creek Township, Adams County
County Council Review Worksheet

Budget Year 2014
The County Council Review Worksheet is NOT SUBMITTED for Blue Creek Township
2012 Pay 2013 2013 Pay 2014
State Growth Quotient: 2.80 0.00
County Growth Quotient: 1.70 0.00

Copy All Fund Data From Form 4B

CNAV

S rund ame DZEIT Comnedna 0% adien
Estimates

0051 RAINY DAY 3 3 --% Edit

0101 GENERAL 3 3 --% Edit

0840 TOWNSHIP ASSISTANCE 3 3 --% Edit

1111 FIRE 3 3 --% Edit

Difference - Difference -
2013 Certified 2014 Proposed Co
. - State Growth L

Budget Budget 2013-2014 . Growth
SIS Quotient

RAINY DAY $3,713 % -100.00% -100.00% -100.00% Edit
GENERAL $21,362 3 -100.00% -100.00% -100.00% Edit
TOWNSHIP ASSISTANCE $8,778 3 -100.00% -100.00% -100.00% Edit
1111 FIRE $11,300 3 -100.00% -100.00% -100.00% Edit

Entering Data on the CCRW

The online CCRW has not changed what data is entered; only the formatting has changed. Information
will need to be entered in the NAV section and in all three tabs of this worksheet. Data may be pulled
automatically from Form 4B with a single click of a button or entered manually. Prior to pulling data
from Form 4B, ensure the NAV and the published amounts of line 1, line 16, and line 17 in Form 4B for
all non-home-ruled funds are complete and correct.

Pulling the Data from Form 4B: RECOMMENDED

If the net assessed valuations and the published amounts of line 1, line 16, and line 17 of the Form 4B
for all Department reviewed funds are complete and accurate, all the information required for the form
can be pulled in a single click.
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After completing and verifying the required information in Form 4B, the data can be brought in by
clicking the blue, “Copy All Fund Data from Form 4B,” button at the top of the page. Clicking this button
will pull in and save all the figures as entered in Form 4B.

Copy All Fund Data From Form 4B

CNAV

2012 pay 2014

Fund 2012 pay 2013 NAV %

Code Fund Name Certified NAV [:El:lified NAV Change Action
Estimates

0061  RAINY DAY $54,080,067 $55,611,254 2.83% Edit

0101  GENERAL $54,080,067 455,611,254 2.83% Edit

0180  DEBT SERVICE $ $55,611,254 % Edit

0840  TOWNSHIP ASSISTANCE $54,080,067 $55,611,254 2.83% Edit

1111 FIRE $54,080,067 555,611,254 2.83% Edit

Difference -

Difference -

o) Smmmes SEoy SRR o

Quotient Quotient
0061 RAINY DAY $3,713 $4,100 10.42% 10.42% 10.42% Edit
0101 GENERAL $21,362 $26,215 22.72% 22.72% 22.72% Edit
0180  DEBT SERVICE $ $7,500 o % o Edit
0840 TOWNSHIP ASSISTANCE 38,778 39,132 4.03% 4.03% 4.03% Edit
1111 FIRE 11,300 511,300 0.00% 0.00% 0.00% Edit

Once clicked, the entire form will populate with the data entered on Form 4B. Please be sure to review
this information for accuracy and completeness. For each fund, the net assessed value, budget estimate,
tax levy, and tax rate should be entered. By default, the page displays the NAV and budget amounts.
Please click on the levy and rate tabs to ensure that all data is entered. Some funds may not have a tax
levy or tax rate.

Manual Data Entry

The second option to completing this worksheet is through manual data entry. The worksheet has been
divided into four separate sections in order to allow a once legal sized form to fit into Gateway.

Top Half of the Form

This top section of the form asks for a few pieces of information, much of which will be completed after
submitting the worksheet to the county. As the unit undergoing non-binding review, you will need to
enter the 2015 Estimate Net Assessed Valuations for each Department reviewed fund. These are the
same Net Assessed Values found at the top of Form 4B for each fund.

To manually enter the 2015 NAV for a fund, click the “Edit” link towards the right of fund name.

2013 pay 2014
Certified NAV

2012 pay 2013

Certified NAV

Estimates
0101 GENERAL $1,828,880,166 $ -100.00% dit
0840 TOWNSHIP ASSISTANCE $1,828,880,166 $ -100.00% dit
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After entering the 2014 NAV for a fund, click the “Update” link on the right-hand side to save the data
entered.

2013 pay 2014
Certified NAV
Estimates

Fund — 2012 pay 2013
Code RE—— Certified NAV

$ Update
0101 GENERAL $1,828,880,166 1837944117 0.50% Cancel
0840  TOWNSHIP ASSISTANCE $1,828,880,166 $ -100.00% Edit

Next, click the “Edit” link and continue entering data for the remaining funds.

Fund - 2012 pay 2013 zz::r_pzy:::q NAV %
Code ME—— Certified NAV S Change
Estimates

0101 GENERAL $1,828,880,166 $1,837,944,112 0.50%
0840 TOWNSHIP ASSISTANCE $1,828,880,166 % -100.00%

Bottom Half of the Form

The bottom half of the form is divided into three different sections or tabs. These function similar to the
Form 1 and Form 2 category tabs. All three tabs must be complete before submitting the form.

Budgets Tab

The first tab that is titled “Budget” requests the 2015 unit proposed budget amounts. These are the
same amounts that are listed on the published column of line 1 of Form 4B. Please enter the 2015
proposed budget for each Department reviewed fund.

Following the same manner as above, click the “Edit” link to the right, enter the amount and then select
update. Please be sure to enter amounts for all Department reviewed funds.

Difference - Difference -

Fund 2013 Certified % Change, State Counky
Fund Name 2014 Proposed Budget i Growth Growth

Code Budget
Quotient Quotient

$
0101 GEMERAL 898,472 -100.00% -100.00% -100.00%
$ 913254|

Cancel

0840 TOWNSHIP ASSISTANCE $282,784 3 -100.00% -100.00% -100.00% Edit
After entering data and saving the amount, the next three columns will calculate automatically.

Levy Tab

The second section titled “Levy,” can be accessed by clicking on the Levy tab. This section requests the
2015 unit proposed levy amounts. These are the same amounts as listed on the published column of line
16 of Form 4B. To enter a levy, click the “Edit” link to the right, enter the amount and then select the
“Update” link. Please be sure to enter amounts for all Department reviewed funds.
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Please enter the 2015 proposed levy for each Department reviewed fund. To complete this section, click
the “Edit” link on the right, enter the amount and then click “Update.”

2013 Certified _ o % Change, State County
Levy s sy 2013-2014 Growth Growth

Quotient Quotient

Difference - Difference -

Update
0101 GENERAL $334,685 341156 -100.00% -100.00% -100.00% cancel
0840  TOWNSHIP ASSISTANCE $274,332 3 -100.00% -100.00% -100.00% Edit

Rate Tab

The last section titled “Rate,” can be accessed by clicking on the third tab. This section requests the 2015
unit proposed tax rates. These are the same amounts as listed on the published column of line 17 of the
Form 4B. To enter a rate, click the “Edit” link to the right, enter your amount, and then select “Update.”
Please be sure to enter amounts for all Department reviewed funds.

Please enter the 2015 proposed rate for each Department reviewed fund. To complete this section, click
the “Edit” link on the right, enter the amount, and then click “Update.”

| Budger.

Difference - (TLEES =

2013 Certified 2014 Proposed % Change, e —— County

Rate Rate 2013-2014 Quotient Growth
Quotient

Fund Name

GENERAL -100.00%

-100.00% -100.00%

0840 TOWMNSHIP ASSISTANCE 0.0150 -100.00% -100.00% -100.00%

Signing and Submitting the Form Electronically

At the bottom of the CCRW, there is a box for the user to place an electronic signature on the form. Only
the user with submission rights will see the signature box.

—Form Signature

NAME

TITLE

SIGNATUREFIN

DATE o/ SIGN AND SUBMIT FORM

| hereby acknowledge that the submission of this document through the Gatewsy password and PIN system constitutes an "electronic signature” 3= defined in I1C 5-24-2-2. This submission is intended to, and
hereby does, constitute awthentication and approval of the submitted document as required by the Indiana Gede. | understand that this electronic signature takes the place of my handwritten signature and
sccomplishes the same purposes a5 would my handwritten signsturs in the same circumstance. | further acknowledge that this electronic signsture has the same force and effect a5 my handwritten signature
and can and will be wsed for all lawful purposes. | affirm that | have the real and apparent authority to electronically sign and submit this decument on behalf of the unit.
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To sign the form, first type your name and title into the signature box. After that, you will need to enter
your four-digit PIN code. This PIN code has been sent to the person with submission rights via email. You
may contact the Department at gateway@dlgf.in.gov or at (317) 232-3777 in the event that you have
lost or not received a PIN code. Once you click “Sign and Submit,” today’s date will automatically
populate the date field and the form will be submitted.

—Form Signature

NAME

Steve McQueen
TITLE

Trustee
SIGNATUREFIN

DATE

Q4’ SIGN AND SUBMIT FORM

| hersby acknowledge th

ment through the Gatews:
f the submitted documen

3t the submission of this docuw

s and 2pps f
he same purposes as would my ha
and can and will be used for all lawful purposes. | al

en signature in the same circumstance. | further acknowledgs that this slectro
that | have the real and apparent authority to electronically sign and submit this

document on behalf of the wnit.

Once you see the date populate the date field and the Sign and Submit button disappear, you have
successfully signed and submitted the CCRW.

Click here to unlock the form

—Form Signature

MAME

Steve McCueen
TITLE

Trustee
SIGNATURE/PIM

DATE
I?f12:‘2ﬂ13 11:21:12 AM

| hereby acknowledge that the submission of this document through the Gatewsy password and PIN system constitube:
hereby doss, constitute suthentication and approval of the submitted document a5 © by the Indisna Code. | und
accomplishes the same purposes 2= would my handwritten signature in the same circumstance. | further acknowled

= 30 “glectronic Sig
tand that this =l tten signaturs snd

ge that this electro gnaturs has the same force and effect 2= my handwritt=n signaturs
and can and will be used for all lawful purposes. | affirm that | have the real and apparent suthority te electronically sign and submit this document on behslf of the wnit.

naturs” 3= defined in IC 5-24-2-Z. Thiz submission i intended to, and
tronic signature takes the plsce of my b

If the form is submitted by mistake, it may be un-submitted before the deadline by clicking the red
“Click here to unlock the form” button. Ensure that the form is submitted by the deadline if it is

unlocked for corrections. If a user makes a correction near the submission deadline, he or she may want
to notify the county auditor.

Click here to unlock the form

Form Signature

MAME
Steve McQueen
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County Council Review

Units must submit the form electronically through Gateway. Unfortunately, hard copies may no longer
be mailed, emailed, faxed, or physically handed in to the Department. By submitting the form
electronically, it will simply be a click away for the county to access. Any user with permissions to the
county unit in Gateway may login and download each worksheet that was submitted.

First, navigate to the Unit Main Menu by logging into Gateway, clicking on “Budgets” and selecting the
county unit. Similarly to the Certificate of Net Assessed Valuations, this worksheet will be accessed by
selecting “County Council Review Output” underneath the County Specific Functions section on the
right-hand side of the Unit Main Menu.

Department of Local Government Finance Tasks County Specific Functions

/8 Customize Funds, Departments, Debts, Rev. Codes é Certificate of Net Assessed Valuations
L=a==2

aEme
View and edit lists of funds, depts., debts by fund and rev. codes. &CNA\-’ is Ready to Fill Out

View, upload and submit certificate of Net AV to DLGF.

) View Forms, Enter and Edit Budgets

'_'\ County Council Review Output

View, edit and submit Forms to DLGF.

CCR Qutputs for County Auditors coming soon.

ﬂ Submit Proof of Publication and Signed Form 4

View, upload and submit budget-related documents to DLGF.

. Optional Flat File Upload

Fund List, Department List, Fund-Dept Relationship, Form 1, Form 2

The county will see a table that lists all of the units that have submitted their County Council Review
Worksheet. This gives the county a chance to reach out to those units that have not submitted prior to
the deadline and offer a friendly reminder.

County Council Review Output

**Data for Reports in the Form 4B format will be available after September 1st of the selected year ™

View All Submitted County Council Review Worksheets

View All Submitted Units' Form 4B's

Unit Code Unit Name County Council Review Form 4B

0001 HARRISON TOWNSHIP Click to View Click to View
0002 JACKSON TOWNSHIP Click fo View Click o View
0003 LICKING TOWNSHIP Click to View Click to View

A unit’s County Council Review Worksheet can be accessed by clicking on the “Click to View” link on the
right hand side of the table. Please note that all the submitted County Council Review Worksheets can
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be pulled by clicking the “View All Submitted County Council Review Worksheets” button. The units’
Form 4B’s can also be pulled by selecting the Form 4B link. Please see the section below for assistance

with printing.

Viewing and Printing the Worksheets

Once the review worksheets or Form 4B’s have been pulled and appear in a new window, click on the
image that resembles a save icon in the middle at the top of the page to view the export options.

4 4 1 of2? P

4] @

Prescribed by the Department of Local Gevernment Finance

-

-

RRISON TOWNSHIP, BLACKFORD COUNTY

County Council Review Wort

2012 Pay 2013 | 2013 Pay 2014 Fund Code and Name 2012 pay 2013 2013 pay 2014
State Growth Quotient: 2.63% 0.00% Certified NAV Estimates
County Growth Quotient: 2.10% 0.00% 0101 GENERAL $99,373,935 5100t
0180 DEBT SERVICE
County Average Total Proposed Budget Increase Percentage: 0840 TOWNSHIP ASSISTANCE $99.973.935
1111 FIRE 348,799,616
County Average Total Proposed Levy Increase Percentage:
Budget | ‘ Levy | |
Fund Fund Name 2013 Certified | 2014 % Difference |Difference |2014 County 2013 Certified |2014 % Difference |Difference |2014 County 2013 z
Code Budget Proposed Change, - State - County Recommended Levy Proposed Change, - State - County Recommended Certified F
Budget 2013-2014 | Growth Growth Budget Levy 2013-2014 | Growth Growth Levy Rate F
Quotient Quotient Quotient Quotient
0101 GENERAL §28,707 $30,000 4.50% 4.50% 4.50% $17,987 $19,000 563% 563% 5.63% 5.0181

XML file with report data

CSV (comma delimifed)

PDF

MHTML (web archive)

Excel
TIFF file

Waord

From the list of export options, forms may be exported into a PDF, Word,
Excel, or many other file types. This allows users to personalize how they
wish to have the data displayed.

To quickly and easily print off the form, click on “PDF” and then click the
printer icon. Excel is also a popular option.

= EH S &

ok

Please note that once the County Council Review Worksheets have been submitted, the remainder of
the non-binding review process will continue as in previous years.

Congratulations! You have successfully submitted your County Council Review Worksheet. Please see
our other user guides for assistance with other forms. If you have any questions, please contact the
Department at gateway@digf.in.gov or at (317) 232-3777.
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